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SEP 18 1976 


Mr. Janes H.. Taylor 
Comptroller 

Central Intelligence Agency 
Washington, D. C. 20505 


Dear Jim: ; ; eit a eae 


‘This is in response to the Central Intelligence Agency's 
‘August 24, 1976 submission as part of the Presidential Manage- 
ment Initiatives effort (PMI). I would like to take this 
opportunity to provide you with OMB's observations and to 
share with you my views on the Agency's continued participa- 
tion in this effort. eA 1% a j 

tn a a Be 
On the whole, I am pleased with the Agency's response and 
commend you on the progress the organization is making in many > 
management improvement areas. However, I do believe that fur—- 
ther effort is needed and that the next PMI submission should 
emphasize specific actions and results. The attachment contains 
comments on the Agency's response to the various PMI subject . 
areas and suggests the manner in which follow-up should take 
place. . . aaa a ae 


te 
. 


There are some PMI areas which I feel should also be addressed 
by the larger intelligence community. Therefore,-while the 
Centre! Intelligence Agency will continue to be regarded as a 
-full carticipant in the PMI effort, my staff will be contacting 
‘the Intelligence Community Staff about how it shovld become 


I do want to stress that both the President and the Office of ~ 
Management and Budget regard this effort very seriously. “Your 
continued interest and support are appreciated. Pg 


Sincerely yours, 


‘ON FILE OM 


NSTRUCTIONS / 


MORUCDOF Pages i thrug & pq | 


; ‘“ ‘= 


Donald G. Ogilvie 
Associate Director 


Enclosure 


cc: John McMahon, Intelligence 
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@entrai Intelligence age ; 


Decisionmaking and Departmental Organization 


I. Policy Analysis Staff Pek 


Response satisfactory. Follow-up by OMB budget 
examiner as part of FY 1978 budget review. 


II. MBO Program 


FY 1977 and FY 1978 Agency MBO's are requested as 
soon as possible to be reviewed by the OMB budget 
examiner in conjunction with the FY 1978 budget 
review. OMB review of intelligence community 
objectives will be pursued with the IC Staff. 


III. Decisionmaking 


_ Timetable in report is acceptable, 


“IV. Organizational Review. 


Personnel inventory discussed in 5. III does not 
Specify milestones or timetable for review of 
ayerang and excessive Subdivision. By October 21, 


x revised plan should be submitted to anclude these 
omissions and greater detail on plans to consolida 


‘Sub-units and to’ develop guidelines for "assistant to”. 
positions. A Statement identifying review criteria 

for the personnel inventory is also requested. The 

Ic Staff will be asked to develop an organizational 
review plan. - : 


Evaluation of Current Programs 


a. Policy and Evaluation Unit . 
“ ". Response satisfactory. Follow-up by OMB budget 


examiner as part of FY 1978 budget review. 
Efficiency Evaluations 


Evaluation plans and timetables are generally 
acceptable. Specific comments regarding the ADP 
efficiency evaluations will be communicated separately 
‘by the OMB budget examiner. Identification of addi- 
tional areas to be reviewed will be.explored by OMB 
budget examiner during FY 1978 budget review and in 
discussions with the IC Staff. 


; | or Release 2006/09/14": CHR DRE? (een ececolzeaves 
Tit. Management Plans 
OMB guidance will be forthcoming. . | — 
tion in the Burden of Federal Reporting and Regulation - 


No action required. 


Contracting Out and Holding Down Overhead Costs 


I. Contracting Out fay Pht > 


> 


-fThis has been identified as an emphasis area and 
will be pursued by the OMR budget examiner during 
the FY 1978 budget review and in accordance with 
OMB Circular A~76. Ic Staff involvement will be 


pursued. 


II. Ovexhead Costs 
Detail is requested on the organizational location 
and modus operandi of existing agency systems for 
determining and analyzing overhead costs. Report 
requested by October 21. : oO 

2 BY September 21, agency compliance with OMB Bulletin 

‘76-9 is requested. This response to OMB should in- 
clude plans for achieving travel savings in FY 1977 
and FY 1978. : . ; 


ADP practices have been identified as an emphasis 
prea. Plans for improving management of ADP re- 
sources Will be submitted on Septerber 21. Supple- 
-ental guidance is attached.” ~~ ee PP to 
‘> action required on cash management or mailing 
practices. Report acceptable on reproduction 
-eguipment. Possible further review of audio-visual > 
activities will be explored by the OMB budget - 
examiner. fe ao 


By October 21, submit plan to OMB on proposed steps - 
to achieve savings in telephone equipment and usage. 


Space utilization and records storage will be reviewed 


by the OMB budget examiner during the FY 1978 budget 
“ review. . 
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NOTE:. @urther guidance from on @h mailing practices, 
reproduction equipment, telephone equipment and usage, 
space utilization and records storage will be forth-— 
coming. This may involve information requirements for 
the October 21 monthly progress report. : 


Personnel Management 


: Executive Selection and Development 


Report acceptable. Subject will be pursued by the 
OMB budget examiner as appropriate. aa ~ 36 


‘YI. -Work Force Quality 
Report plan and timetable '‘acceptable- 


' JIT. Position and Classification Management . 


As indicated in item 2.IV., a statement identifying 

review criteria for the personnel inventory is re- §.y 

quested. Civil Service Commission Bulletin No. 250-7 = 

should be Carefully reviewed as these criteria are 

developed. Report.plan and timetable acceptable. 

This has been identified as an emphasis area and will 
.be addressed by the OMB budget examiner during the 

FY 1978 budget review. In addition, it will be dis- 

cussed with the IC Staff. oe. Beare aA 


_° care 


Iv. Productivity Measurement AAT MOE NE Si 

Report not entirely responsive to PMI. By October 21, 
a progress report is requested. This report should . 
-also address the application of productivity measures 
in supporting staffing and budget ‘requirements and for 
purposes of management evaluation and control- This 
area will be pursued ‘by the OMB budget examiner during 

- the FY 1978 budget review. pA a & tas, 9% 


Vv. Employment Ceilings 


Report acceptable. No further action required at 
this time. ae 
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.The’ primary objective of the ADP initiativ™ was to encourage 
activities which will reduce costs and address specific pro- 
blem areas; it was not meant to stimulate the expansion of 
current ADP activities. However, the inclusion of initiatives 
where substantive benefits can be realized through further 
investment is not precluded. -If an activity is identified for, - 
which capital investments are required to realize significant 
benefits the proposal should include a full evaluation of the 
alternatives, the costs and benefits, and the funding require— 
ments for each alternative. If this information is not avail-— 
able at this time the submission should include the date by 

which such an evaluation will be completed. = +. . 

All activities submitted, whether or not they require additional 
capital investment, should meet the’ following criteria: 


© Include only those items for which tangible and measurable 
- cost reductions or other benefits can be demonstrated. 


Include only those items where significant cost reductions 
ox benefits can be identified which are deserving of 
Presidential attention. 2 | . ty As 
Identify the means by which cost reductions and benefits | 
will be measured. aE 


Include an assessment of the budgetary impact and require- 
ments of any proposals which involve FY 77 outlays beyond 
- those in current budget'guidance, or involve FY 78 sub- | 
sequent resource decisions. Any initiative which recommends _ 
the expenditure of funds which have not been previously — 
- shall allow for the orderly evaluation of such 
.propes2. in the normal budget process. ** : 


see ee ee SSS T TIO. 


cutlining the agency's approach including key mile-. 
23 and the dates by when they will be completed, should . 
be developed for each of the six ADP practices suggested. . 
If an ayency does not believe it can realize benefits in one 
or moc of the six areas, a negative report outlining the 
reasons why shculd be submitted in lieu of the plan. 


II. COST REDUCTION INITIATIVES 


The first three of the six PMI's were aimed primarily at 
reducing cost. Examples of activites which can be undertaken 

to achieve cost reductions or other benefits are identified 
for each. In no way is this meant to be a comprehensive list 
of possible actions- 7 a: 


eo met eee FT Pet od ee 
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* Reducin he it:-cost of data proces - Consider 
items such as but not limited to the following: 


° Establishing targets. for increasing reimbursable sharing 
of any excess capacity. , 


Assure that all computer support performed for users 
outside of the agency is done on an appropriate cost 
reimbursable basis. 


Reducing hours of operation to those required to meet 
cost justifiable workload levels. fhe et Oe Paes 


> ; 
{ 


° Eliminating marginally used equipment by relying on 
_ other agencies or the private sector for such specialized 
services. , fats 


Improve operational efficiency of existing systems or. 
applications. : 


Shift workload to other computer systems when such : 
applications can be processed more efficiently on other 
systems. Ae "ts x aa ; 23 


Consider consolidation of operations. 


Measure the amount of ADP resources required per applica— 
‘tion or system and allocate resources on the basis of 

value received. , ; . 
Reevaluate previous lease vs purchase determinations. 


- 


° Increase workload volume without increasing ADP resources. § 


Eliminate nonessential or marginal workload -— Considér 
items such as but not limited. to the following: 


° Establish a plan for evaluating the cost/benefits and 
mead for all existing applications. 


Evaluate the adequacy of existing processes for justify— 


ing new applications. . 


Establish a certification program for ADP systems and 


GQ party 
“SO REDESCCHOT SAAS RASIDBAG 2G MAOESAOSSORORED 1200EGmpe— 
tition within the last 12 months { @yelop BpocestS 
plans ef Beoonpeting such leases. 


Where "plug to plug” compatible equipment is available 

from sources other than the original equipment manu- 
facturer -- and the agencies have not taken advantage 

of lower rental rates generally available through such — 
sources -— specific timetables should be establishea 
for avaluating cost reduction possible by use of such 
"plug to plug” compatible equipment. 


Make greater use of broader performance specifications 
to expand opportunities for greater sc a 
Consolidate procurement requirements within the agency 
— particularly for terminals and minis. 


III. MANAGEMENT IMPROVEMENT Nei ieteves 


The last thee ADP PMI's are intended to stinulate aceivitias that 
will improve the management of ADP resources. While the primary J 
emphasis of the cost reduction initiatives. was on economy, these 
initiatives stress efficiency and effectiveness. Agency actions 
in this area should be designed to achieve objectives such as 
. Maximizing alternatives in the planning process and minimizing 
operational errors. . : 


A. Analyze the need and methods used for expanding Government 
competer capacity - Consider items such as but not limited 
to the following: se pode & Seve? OE og 


A 


° Strengthen oor processes. we. og ek SUA. te sad 


Assure that alternative approaches for: pmeeting needs are 
te eer SVareaees See tre ce ene 


z= wey ee ws Ss laws ae 


ial:s sreater-use of surplus capacity available from other, 
‘@cvencties. ; 


Establish time table for A-76 evaluation. 
Minintze the automatic comouter issuance of inaccurate or 


unnec:Ssar checks and vurchase orders — Consider items 
such’ a: as but not limited to the following: 


 ° Review and evaluate all applications, procedur es, eriebeys 
and programs..- 


° Establish more rigid criteria and control procedures. 


° aie TS eee eee ee ee eee a 
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See or s ive rven 


verificat.! as appropriate. aa 


Establish system of cross-checks and balances. 
Establish audit and measurement procedures. 
Establish systems design criteria to minimize errors. 


Develop standards for system design and operation. 


Strengthen agen ADP management to overcome roblems of 


computer fraud and security - Consider items such as but 


facilities by independent reviewers. 


Audit processes to guard against fraud. 


not limited to the following: 


rs 


Establish timetable for independent review of the ~ 


adequacy of current SE CneEty procedures for each 


installation. 
Establish Brbcoaunee oe spot checks of Processes and 


Develop security sdarines and procedures to safeguard 


systems. 


Review internal ‘control eee saree for each system 
identified that may be susceptible to computer Berets 


exime. : 


Establish a security office with operational responsi- 


bility to safeguard systems and facilities. 


Establish a monitoring system to nemain cognizant - 
Of possible problems. ; 
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: CUTIVE OFFICE OF THE PRESMENT 7G - 8H // | 
OFFICE OF MANAGEMENT AND BUDGET / 
WASHINGTON, D.C. 20503 


July 27, 1976 


MEMORANDUM FOR THE SECRETARY OF STATE 
THE SECRETARY OF THE TREASURY . 
THE SECRETARY OF DEFENSE 
THE ATTORNEY GENERAL 
THE SECRETARY OF THE INTERIOR 
THE SECRETARY OF AGRICULTURE 
THE SECRETARY OF COMMERCE 
THE SECRETARY OF LABOR 
THE SECRETARY OF HEALTH, EDUCATION, 
AND WELFARE 
THE SECRETARY OF HOUSING AND URBAN 
DEVELOPMENT. 
~~~ THE SECRETARY OF TRANSPORTATION see 
JHE DIRECTOR, CENTRAL INTELLIGENCE AGENCY 
THE ADMINISTRATOR OF GENERAL SERVICES 
THE ADMINISTRATOR, NATIONAL AERONAUTICS 
AND SPACE ADMINISTRATION 
_ THE CHAIRMAN, CIVIL SERVICE COMMISSION 
THE ADMINISTRATOR, SMALL BUSINESS 
ADMINISTRATION 
THE ADMINISTRATOR OF VETERANS AFFAIRS 
THE ADMINISTRATOR, ENERGY, RESEARCH AND 
DEVELOPMENT ADMINISTRATION 
THE ADMINISTRATOR, ENVIRONMENTAL PROTECTION 
AGENCY 
. -. & THE ADMINISTRATOR, FEDERAL ENERGY 
2 ADMINISTRATION 


Od 


SUBJECT: Presidential Management Initiatives 


At the President's management meeting on July 23 he asked that we advise you 
promptly as to the specific actions he expects to be taken by each agency. 


As you know, the meeting covered a lot of territory. For purposes of this follow-up 
we have divided the subject matter as follows: 


Decisionmaking and departmental organization, 
Evaluation of current programs. . 
Reduction of the burden of Federal reporting and regulations. 


. Contracting out and holding down.overhead costs. © 


‘5. Personnel management. 
inn erent emncremesamdasmamssaicenad-ie> 
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A more detailed summary sheet of things to be done in each of these areas is 
attached. As you will note some actions are to be taken in the near future -- by 
August 23, September 3, September 21, or October 21, as the case may be — but 
some go into fiscal year_ 1978. HowWever, whatever these s ecific times for action, 
appreciate having from you by August 23 an overall plan_as to how you 


ogame ae 


| are going about tackling ach of the initiatives. Within two weeks of receipt of 


er 


a our initial plan, we will be ba youwith-such-comments-and.suggestions.as _ 


The President wants to be brought up to date monthly on how each of the agencies 

is progressing. Accordingly, we will be sending to you shortly a suggested format 

to be used for this purpose. We hope that there would be two such reports submitted 
in time for the next management meeting, which the President expects to holdin _ 
mid-Septembéers cet iy en ew ee ee A RE ee ae 


iy = cy ap hs Ot og ae howe leg 


— Tete 


re i is 


Oe ha RE eS ae te ee ee a ee oe 
Lae eee, 6 at tee = pie oS 


[have asked Fernando Oaxaca, Associate Director for Management and Operations, 
_-~- to coordinate these matters for me. He can be reached on 395-3423. I would appre- - 
os ciate your letting me and Mr. Oaxaca know as soon as possible the name of the = 

person in your agency who will be responsible for this overall effort. 


Many of the tasks contemplated by these initiatives are not easy ones. However, 
the President has given us clear marching orders and I believe that by working 
together some very substantial further improvements will result. lf my stafforI . 
can be of help at any point along the way, please let us know. He 


James T. Lynn 
Director — 


oe 


_ Attachments 


~- 
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1. pects MRMAKING AND DEPARTMENTAM@RGANIZATION 


\ 


Each agency should: 
» i * 
‘A. Determine the extent to which there is a unit within the agency reporting 
' directly to the agency head which has the mandate from the agency head 
(and the requisite personnel) to assist the agency head in carrying out the 
‘following in an unbiased manner: (a) determining MBO's, (b) assuring that 
important decisions are made only after consideration of all relevant, 
‘factors, including the impact on competing priority goals of the 
Administration and on programs of other agencies, and the views of the 
public, (c) identifying the need for and guiding the design and 
implementation of program impact and efficiency evaluations, (d) assuring 
prompt and complete implementation of the agency head's decisions, and 
’ (e) coordinating all of the foregoing with the agency's budget process. 


By September 21, report to OMB on the agency's assessment of_its, 
situation with respect. ta A above and the steps taken and remaining to be 
taken to establish or upgrade such a unit. Such steps shall not involve an 
increase in ceilings or supergrades. eta Ahhh Gh olcrele ak cite stesat 
Review for possible improvement, the agéncy's MBO's for FY 1977, and in 
accordance with OMB guidance to be furnished, submit proposed agency 
head MBO's for FY_1977 and 1978, as part of the FY 1978 budget pracess. 
+ ert AS at a I AS teteeesmemeed 

Promptly include among the agency's MBO's those necessary to carry out 
the actions directed by the President at the meeting. 


Develop and insist on utilization of the decisionmaking checklist approach 
to decisionmaking. OMB will provide promptly a draft with a request for 
comments and suggested revisions within 30 days. , 


F. Review current staffing patterns and structures to identify unnecessary 
osition Tayering and excessive organizational subdivisions. Develop a 
j plan to consolidate subunits with similar and related functions. Establish 
guidelines which will be reviewed by OMB for "assistant to" positions, 
inclu ng number per policy official and grade level. Procedures should be 
establisned to ensure at least agency eputy level review of proposals to 
create new subdivisions and “assistant to" positions. = 
OMB is developing procedures whereby each year, in conjunction with 
budget submissions, each agency will also submit a management plan for 
the budget year. Such plans will include initiatives to carry out actions 
directed by the President at the meeting as well as such other 


management initiatives as appear desirable... Management plans will be 
reviewed and finalized in the Presidential budget process. 
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2. EVALUATION OF CURRENT PROGRAMS 


Each agency should: 


A. Assign to its policy and evaluation unit (see 1.A and B in Décisionmaking 
and Departmental Organization) responsibility to identify the need for, 

_ and guide the. design and implementation of program impact and 
efficiency evaluations. For this purpose program impact evaluation means 
the comprehensive assessments of program impact to determine whether a 
program is adequately and effectively meeting its objectives as 

- established (or perceived) in statute or regulation. Program impact 
evaluations also seek to determine the cost, including the extent of _ 
unintended adverse consequences, Efficiency evaluations do not question. 
the need for or intent of the program. Efficiency evaluations may focus — 
on a given segment of a program to determine if there are ways of 
achieving costs savings, or a more efficient approach to providing service 
delivery under the program, or a less burdensome -way to achieve the 
programmatic objectives. At the meeting, this was referred to as 

* .“Operation Barnacle Removal." . RN, Ot ee ety wh 


noe me ee Se . ie oe 
Pane rene ee fees ste. Ddved Mz wy Ge aN 
ree TTR TT LED a GO, ee Sy 


By August 23, identify to OMB ten efficiency evaluations — determined < on 
a_priority basis — now underway or planned (a) for the period through _ 
December 31, 1976, and (b) to the end of FY 1977, all with timetables for 
completion. If the agency can't identify or handle ten, it must at least . < 
explain why not. . Cah sie Che dite, bank. Etat 


ey eee See So ee 


Develop in accordance with OMB. guidance which will follow, a 
management plan (to complement the agency budget submission for FY 
1978), and as part thereof describe the agency's proposed program impact 
evaluations to be completed or at least started in FY 1977, FY 1978,/and | 
FY 1979. These plans will be reviewed and finalized in the course of 7 
‘development of the FY 1978 budget. | Bee S Jen Sa 


Se mee on 


- As part of such management plan, the agency will be expected to provide 
for systems that will assure (a) identification of thosé programs that 
should receive program impact and/or efficiency evaluations on a regular 
basis, (b) the proper timing and frequency, (c) proper design, (d) proper 
public participation in design and implementation, (e) proper interagency © 

-_ Coordination in such evaluations, and (f) that such evaluations are properly 
coordinated with the budget process and policy-making. ee 
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3. REDUCTION IN THE BURDEN OF FEDERAL 
REPORTING AND REGULATION 


Each agency should: 
? . es , 
A. Reduce-the burden of Federal paperwork on the public (hours spent in- 
compliance) by at least 5% by the end of FY 1977 and by an additional 15- 
20% by the end of FY 1978 (which gives enough time for enactment and 

implementation of substantial reform through legislation). By August 23, 
each agency is to submit to OMB a tentative plan for reducing paperwork 
burden further with t ‘timetables ‘through December 31, 1976; FY_1977and 
FY_1978. To the extent possible, each agency should adopt the 5%, 15- 
20% targets or better them. In addition to providing guidelines for agency 

use in achieving this goal, OMB will direct agency head attention to 
specific programs which appear to have large reporting burdens and will 

a that specific attention be given to these PEGBESTS: 


Overall ceilings will be established by OMB for the sanibee of repetitive 
and single-time reports to be permitted. Present stringent short-term 
guidelines will come into effect automatically when ceiling is reached. 

yf Such guidelines will be introduced selectively for agencies which reach 
their assigned share of the overall ceilings even though the ceiling itself 
may not be reached for the Executive Branch as a whole. 


OMB will develop additional standardized financial and administrative 
procedures to reduce the reporting burden on recipients of Federal grants. 


B. Agencies are to develop and submit to OMB specific schedules for regular, 
periodic review of regulations governing programs to assure that 
administrative procedures and reporting meet only basic continuing needs 
for agency program management. See evaluations above. Only as an 
example, consider improvements in auditing grantees; the same programs 
are often audited by Federal, State and local audit groups. 


ra 
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- 4, CONTRACTING OUT AND HOLDING DOWN OVERHEAD COSTS 


A. Contracting Out. .To further the objective of maximum reliance ‘on the 
' private sector in accordance with OMB Sree No. A-76, _ agencies 


should: i ne A ee en ce ea Oe a 


1... By August 23, submit. ta _OMB~an-initi lan for increasing their 
_ reliance’ on the private sector to.carry out overnead or program 
. functions in accordance with the Circular. Unless very good reasons 
; ces 
are given, each agency willbe “expécted to identify at least five 
. functions presently performed in-house that will be reviewed from 
this standpoint (together with timetables for action). Agencies will _ 
“Be expected to better these ad Salo WHSECYSE possible. iatede <? 


ee (oe ool 
wee mee cea 


i £ By September 2 -revie a andceysehele aeir implementing instructions 
and.pracedures for contracting | out to ensure that all in-house 
commercial land industrial activities-are reviewed. an and..terminated dts 

: eee ngt. justified < asan, exception to the contracting. out.-policys Agencies” 
Lue ee =~ are also expected to tighten the review of proposals to initiate or sy 
..expand in-house commercial and industrial activities. To assure that 
such instructions are carried out, systems for periodic review of 
existing functions and review of new proposals from the StSiepour of 
Circular No. A-76 should be installed. Fe 


Be Overhead Cost. = = 
- |. - Identification of Overhead Costs. Agencies should set up systems for 
routinely determining and analyzing overhead costs. This need not 
involve costly new recordkeeping systems, but could pays instead on 
cost-finding techniques and spertss SEueies: » bef 


wa : 


Travel. To hold down travel costs: Bie ce ees ee ae Eee eits 
(a) Agency heads should Sacra review fseal Saar, 1976 reports 
of travel savings and accomplishments prior to submission to 
GSA in August 1976 (as required by OMB Bulletin No. 76-9, as 
-. amended) - “to identify areas where Beater amp ERVETLERE can be 
made. te oe a ee eee 
 (b) By September 3 3, agencies sh should iaidebeion, and ieee he 
Tacfurthee reduce. travel cc costS-in fiscal _year.1977. This plan: 
should include. a specific and challenging reduction ‘goal and 
should. reem phasize ae OMB travel Buldeines: - 


OMB will forward stigaested methods and procedures for agency 
consideration. for further controlling travel to assist in the 
development of this plan. : 
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3. ADP Practices. 


(a) Agencies with substantial ADP investments (i.e,, those that / 
received an OMB allowance letter in February 1976) should 
organize a program to: : 


-- reduce the unit cost of data processing; 

~ eliminate nonessential or marginal computer workload; 

- reduce equipment rental through increased competition; 

- analyze the need and methods used for expanding 
government computer capacity; 
minimize the automatic computer issuance of inaccurate or 
unnecessary checks and purchase orders; and 
strengthen agency ADP management to overcome problems 
of computer fraud and security. 


By August 23, ‘all such agencies should prepare and submit to 

lan. describing the specific actions they will accomplish 
in each of. the aboye areas., The plan should address both short. 
and long term action steps. GSA will submit a plan for 
increasing the use of “third party" and "plug-to-plug” compatible 
ADP rental contracts government-wide. 


By Se tember 2], all agencies should submit a progress report 
_ indicating short term accomplishments in each area. For the 


very large ADP agencies (i.e., DOD, NASA, ERDA, Treasury, and 
HEW), this report will not include equipment rental reduction 
efforts. 


By October 21,. the very large ADP agencies are to submit the 
results of an equipment rental review to GSA. This review will 
identify the extent to which the agency is using "third party” and 
~"plug-to-plug” contracting techniques, the savings that have 
resulted, and plans for extending the use of these techniques over 


the next year along with estimated additional savings. 


&. Cash Management. 


(a) Agencies—particularly those with significant collection 
operations like HUD, Interior, FEA, SBA--should follow 


Agriculture's lead in cash management. Agencies should 


modernize their cash management practices to include: 
a ay 7 Tete renee ‘ o~ acai il . ee 


oe 


“ 


- — rapid billing and collecting procedures; 
- proper timing of payments; and 
- accurate cash forecasting. 


Treasury and OMB will assist in these efforts, and, by..October. 


2J,report to the President on savings that have been or can be. 
realized. . Ks 4 . 
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. + % Telephone Equipment and Usage. ve ‘a er Che ea ace 


5. Reproduction Equipment. 


' (a). Agencies should: | oh 3 eee a aa 


Zo! a fain. 
- require more efficient use of reproduction equipment; and 
- . Maximize centralized field duplication services. _ 


(b) GSA should review agency efforts and, by October 21, report to 


the President on savings that have been or can be realized. 
Audiovisual Activities. © 9 0 9) ES 
————— . ce few bee he 


gee 


~~" (a) The Departments of Justice, © Transportation, and Health, 


Education, and Welfare are scheduled to report to OMB in July 
on their plans for consolidating their audiovisual facilities in the 
Washington, D.C. area. A similar report is scheduled from the 
Department of Defense in. AUBUSte ow: seamen iat pete eect 
- Heads of these Departments should personally review the reports | 
prior to submission to OMB. on aA i PB te sire ig 


: SSE ee Boh 
ree. Sin pee ee Ee 


In addition—to hold down overall audiovisual costs--all agencies — 
should: : Seieae See eG eee caoes 
- Review existing facilities both in central offices and in the 
field, eliminate or consolidate, where possible (keeping in 
mind available facilities in other agencies and in the private 
sector). re ae or ee ee 
Establish controls to prevent the acquisition of unnecessary a 
equipment and supplies. Dh eee ei aid 
; : core F Dey! 7 So 

Use existing government-owned films, video tapes and 

_ Fecordings in lieu of new acquisitions, where possible. 


By September 21, OMB is to report the results of this effort 
to the President. ee ee ee, ee 


a ap te te me ed te . 
1 AE Ree ee ee ere rennet ee . 
: a ais Brae, Stik Se ~ 


: . 2 


(a) Millions are spent annually on telephone services provided by 
GSA through the Federal Telecommunications System as well as 
those services secured by direct telephone contract. 


(b) To reduce the cost of telephone equipment and usage, agencies 
should: es ae be na, Seg. gn Wea tie’ oe 
- — Review existing telephone equipment and usage to ensure 


optimum use of this service. 


ZRP.000500420005-3 
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Request GSA's assistance in the review as appropriate. 


Report to OMB, by September 3, on achieved and expected 


savings in telephone equipment and usage. .¢ 


8. Mailing Practices. 


(a) To effect cost savings in postal mailings, the National Archives 
and Records Service (NARS) and Postal Service are submitting a. 
plan to OMB on ways in which savings can be realized. 


nN s 


(b) Agencies should: 


- Issue instructions on the most economical utilization of 
available services based on the guidelines and handbooks 
issued by NARS. : Stes a 


Provide adequate training for employees to implement the 

. instructions. et) ae catiaah Mane Rigg eater denn, ot eae sta meas cash 
Monitor mail practices to insure that mail is sent by the 
most economical means. ar ae ae 


Seek the assistance of NARS and the Postal Service to 
effect economies in the handling of mail. ; 


- | Report to NARS by September 21 on achieved and expected | 
Savings in mail practices, - 2 


9, Office and Other Space. 


(a) To effect efficiencies in space utilization, agencies should: 


- Review present space utilization and assure that per person 
Square footage of space is kept to a minimum in keeping 
with efficient accomplishment of the agencies missions, and 


- Submit plans to GSA by August 23. 


(b) GSA should rewrite Federal Property Management Regulations to 
reflect new space utilization standards and other requirments 
growing out of studies and reviews of agencies’space needs. This 
should be done by October 21, if possible. ; fy 


10. Record Storage 
(a) To keep unnecessary Paperwork from piling up in files that are 
seldom if ever used and take up needed floor. space, agencies 
should dispose of or retire records to storage in accordance with 
records control schedules. 
(b) GSA should review and reenergize agency efforts in these areas, 
and, by September 21, report to OMB any savings that have been 
or can be realized. 
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, 5. PERSONNEL MANAGEMENT ~ 


Executive Selection and Development -~ Identification and training of personnel 
having executive promise, and development of incumbent executives. 


Work Force Quality - Evaluation of employee programs which. affect overall 
work force quality, specifically: recruitment, employee performance. 
evaluation, career advancement, managerial incentives and training. . 


4 Position and Classification Management - Systematic reexamination of - 
- Internal systems, and appropriate corrective action to restrain grade’ - 
escalation and to eliminate duplication of work or under-utilization of 


personne e ; ~ rises te a “tt Pe she esa 


_ . Productivity Measurement - Improvement of productivity measurement and 
extension of such measurements to functions not presently covered, as a means’ 
of judging both managerial and individual staff performance and of improving —_ 

productivity. z ce Bpatakn Py See te me ee er ee ee ee 


ea? sae Leese ee ew the Pa i= 


eee Employment Ceilings - Adherence to Presidential-employment ceilings and Rite ee 
avoidance of congressionally mandated minimum employment levels. 
a. Agencies should establish and improve comprehensive selection and 
development systems, under Executive Manpower Resources Boards, 
: providing: ; Oe ee Oe ee a i a as A 
be yng e He GG Saas See eRe aint a tae 
- Selection processes which ensure that, when management 
- * vacancies occur, they are filled carefully with the best qualified 
individuals available. Ay ihe ER AEE BA BAe RNR nstadl: 
Identification of mid-career employees with the greatest . 
managerial! potential, and provision of developmental experience - 
to prepare them for future responsibilities. sg, es 
Planned training and other developmental opportunities designed 
to focus incumbent managers’ attention on their managerial 
~ responsibilities and to enhance their abilities. ee 


eFE 


Each agency, by September 3, should identify (or establish) one executive 
selection and development system to serve as a model for stimulating the 
establishment of comparable systems in all major organizational 
components by the end of FY 1977. Po BP vie Be Psa a 


a ae eee 


As an immediate part of this long-range and continuing ‘effort, agencies 

should, by September 21, implement an operational “high potential" 

identification system and prepare individual development plans for a smal 

number of people with especially high potential. a’, 
| CS SHE SESE TE TOP 
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D. Agencies should, by August 23, begin a year-long program of evaluation of 
employee programs in order to identify priority ways of improving overall oP 
work force quality. These evaluations will cover the quality of / Ct’! 

recruitment, the employee performance evaluation process, career, } ard 

re 4 


advancement, managerial incentives, and training programs. - 


esident's May memorandum 


in accordance with CSC instructions Issued July 2. 
ee . 


Es -Agencies should, by September 3, begin a year-long program for the 1 oP 
: careful, systematic reexamination of internal position management and = 
classification systems called for in the s - 
OMB and CSC may specify special reviews or instructions on a selective ° 
basis, in agencies where there seem to be excessive problems of 
overgrading, duplication of ‘work, or underutilization of personnel 


resources. 


Agencies should institute a program to refine existing productivity 
measurements and extend them to a substantial number of functions not 
now covered. They should include a progress report on this program as 
part of their FY 1978 budget submission. General guidance and assistance 
will be provided by the Bureau of.Labor Statistics and the National Center 
for Productivity and Quality of Working Life. 


Agencies should increase the applied use of productivity measures in 
Supporting staffing and budget requirements and for purposes of 
management evaluation and control. A government-wide goal of two 
percent improvement in productivity, in the functions currently measured, 
will be set between now and the end of FY 1978. Each agency should 
include projected improvements in its calculations for its FY 1978 budget 
request. . 


“ G. Heads of agencies should take a personal. interest in ensuring that 
Presidential employment ceilings for both full-time permanent and total 
employment are not exceeded. © py 8 : 


Li Agencies should evaluate their current internal systems for administering lg 
) personnel ceilings to look for better ways of ensuring compliance with or / Ong 


ape 7 ( those ceilings and providing flexibility for intra-agency ceiling} = 
we fe, Lreallocation. A report on this evaluation should be su mitted to O 


2 September 21. 
iv 


ctf efor i Bs leg tert 
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